State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 2010-5157-XXX 50054291 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT O&M/Administrative Services Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Shirley Liu Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Donna Aguilar 10/24/2011
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under supervision of the Staff Services Manager | (SSM I), Administrative Services Office (ASO),
this position performs a wide variety of administrative, technical, and analytical duties. The
individual is expected to exercise independent judgment in decision making and take action in
accordance with Government Code, State laws, and Departmental policies and procedures.

ESSENTIAL FUNCTIONS

This position requires: regular, consistent, and predictable attendance; good judgment and tact;
the ability to effectively communicate both orally and in writing; proficiency with standard office
computer software and Departmental databases; to establish and maintain the confidence and
cooperation of others; consult with and advise management and staff on a wide variety of subject
matter; plan, organize, prioritize and analyze information from multiple sources; maintain and apply
knowledge of Departmental, State, and Federal policies, procedures, regulations, and laws.

50% Prepare routine contract documents and manage Division of Operations and Maintenance (O&M)
contracts as assigned. Work with the SSM | to advise program staff on the types and variety of
contracting methods available and suggest the appropriate method to be used for specific types of
services needed. Prepare Request for Proposals, Request for Qualifications, scope of work,
Invitation for Bid packages, Consultant Checklists, and other required documents. Prepare and
assemble final contract documents for simple to moderately difficult contracts. Review documents
for accuracy, completeness, and adhere to the State Contracting Manual, State Administrative
Manual, DWR guidelines and procedures that include, but are not limited to, maintenance service
agreements, equipment maintenance contracts, consultant contracts, Receivables, IT contracts,
Non-competitive Bid agreements, interagency agreements, and amendments. Review contact
invoice records and request for funding strips to ensure documents match data entered into the
Department's Database System (SAP) requisitions. Revise and change SAP data as necessary or
requested by program managers.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Shirley Liu >
EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst (General) 2010-5157-XXX 50054291 1

APPOINTEE
VACANT

SAP PERSONNEL NO. | DIVISION/SECTION
O&M/Administrative Services Office

Percent of
Time

Activity

30%

10%

5%

5%

Research written and electronic materials from various sources for the State Water Project (SWP)
Utility Contracts Management Office to facilitate the negation of SWP Utility contracts and provide
analysis of various utility contract related issues. Organize and catalog data for use by
management in support of utility contract projects when needed. Complete simple analysis and
assist management in developing complex reports and correspondence as needed that will provide
alternative solutions to various utility contract related issues. Read and comprehend various
technical documents such as policies, procedures, standards, regulations, technical reports, and
contracts related to SWP Utility Contracts. Use SAP to monitor, report, and control expenditures,
commitments, and balances associated with organizational and program cost centers, including
internal orders for the SWP Utility Contracts Management Office.

Research, analyze, and develop, with guidance from, and in collaboration with, the SSM | and lead
analyst, solutions to contracts or contract processes/tools, and other related administrative
services. Assist in the preparation of reports and studies as requested by Management. Attend
management or division committee meetings to scribe and summarize meetings as needed.
Review existing Headquarters ASO processes and identify process improvement opportunities,
develop alternatives, recommend solutions and develop implementation plans. Direct students to
complete special development projects if needed.

Review SAP requisitions for accuracy, work with program staff and SAP buyers to create contract
requisitions. Work with contact division buyers and program staff to reconcile funding strips and
to ensure funding strips and purchase orders are created on a timely basis. Review and prepare
procurement documents for IT hardware and software while ensuring accuracy and conformance
with DWR and State procedures. Process service entry sheets in SAP and assist on monitoring
expenses and budgets of existing contracts.

With guidance from the SSM |, prepare annual and ongoing budget planning documents and
reports. Coordinate budget and budgeting processes with appropriate program control and
accounting staff. Run control reports to monitor program and organizational expenditures in SAP.
Analyze and prepare program component statements, assist on program revisions and item
proposals. Serve as the backup for the Division Facility and Transportation Coordinator as needed.
This may require driving on public roadways.

OTHER REQUIREMENTS:

Must have stamina and ability to work at a desk and/or computer for extended periods of time;
must be able to operate a computer. Ability to work well with other people (and different
personalities), deal effectively with the public, and accept changes in assigned priorities based on
operational need. Occasional travel is required; therefore, incumbent must possess a valid
California Driver's License with a good driving record.
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50%
	activity: POSITION SUMMARY
Under supervision of the Staff Services Manager I (SSM I), Administrative Services Office (ASO), this position performs a wide variety of administrative, technical, and analytical duties.  The individual is expected to exercise independent judgment in decision making and take action in accordance with Government Code, State laws, and Departmental policies and procedures.

ESSENTIAL FUNCTIONS

This position requires: regular, consistent, and predictable attendance; good judgment and tact; the ability to effectively communicate both orally and in writing; proficiency with standard office computer software and Departmental databases; to establish and maintain the confidence and cooperation of others; consult with and advise management and staff on a wide variety of subject matter; plan, organize, prioritize and analyze information from multiple sources; maintain and apply knowledge of Departmental, State, and Federal policies, procedures, regulations, and laws. 

Prepare routine contract documents and manage Division of Operations and Maintenance (O&M) contracts as assigned.  Work with the SSM I to advise program staff on the types and variety of contracting methods available and suggest the appropriate method to be used for specific types of services needed.  Prepare Request for Proposals, Request for Qualifications, scope of work, Invitation for Bid packages, Consultant Checklists, and other required documents.  Prepare and assemble final contract documents for simple to moderately difficult contracts.  Review documents for accuracy, completeness, and adhere to the State Contracting Manual, State Administrative Manual, DWR guidelines and procedures that include, but are not limited to, maintenance service agreements, equipment maintenance contracts, consultant contracts, Receivables, IT contracts, Non-competitive Bid agreements, interagency agreements, and amendments.  Review contact invoice records and request for funding strips to ensure documents match data entered into the Department's Database System (SAP) requisitions.  Revise and change SAP data as necessary or requested by program managers.
	classification: Staff Services Analyst (General) 
	appointee: VACANT
	dwr position number: 2010-5157-XXX
	sap personnel no: 
	sap position number: 50054291
	division: O&M/Administrative Services Office
	mcr: 1
	percent 2: 30%
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5%
	activity2: Research written and electronic materials from various sources for the State Water Project (SWP) Utility Contracts Management Office to facilitate the negation of SWP Utility contracts and provide analysis of various utility contract related issues.  Organize and catalog data for use by management in support of utility contract projects when needed.  Complete simple analysis and assist management in developing complex reports and correspondence as needed that will provide alternative solutions to various utility contract related issues.  Read and comprehend various technical documents such as policies, procedures, standards, regulations, technical reports, and contracts related to SWP Utility Contracts.   Use SAP to monitor, report, and control expenditures, commitments, and balances associated with organizational and program cost centers, including internal orders for the SWP Utility Contracts Management Office.  

Research, analyze, and develop, with guidance from, and in collaboration with, the SSM I and lead analyst, solutions to contracts or contract processes/tools, and other related administrative services. Assist in the preparation of reports and studies as requested by Management. Attend management or division committee meetings to scribe and summarize meetings as needed.  Review existing Headquarters ASO processes and identify process improvement opportunities, develop alternatives, recommend solutions and develop implementation plans.  Direct students to complete special development projects if needed. 

Review SAP requisitions for accuracy, work with program staff and SAP buyers to create contract requisitions. Work with contact division buyers and program staff to reconcile funding strips and  to ensure funding strips and purchase orders are created on a timely basis.  Review and prepare procurement documents for IT hardware and software while ensuring accuracy and conformance with DWR and State procedures.  Process service entry sheets in SAP and assist on monitoring expenses and budgets of existing contracts. 

With guidance from the SSM I, prepare annual and ongoing budget planning documents and reports.  Coordinate budget and budgeting processes with appropriate program control and accounting staff. Run control reports to monitor program and organizational expenditures in SAP.  Analyze and prepare program component statements, assist on program revisions and item proposals. Serve as the backup for the Division Facility and Transportation Coordinator as needed.   This may require driving on public roadways. 


OTHER REQUIREMENTS:  

Must have stamina and ability to work at a desk and/or computer for extended periods of time; must be able to operate a computer.  Ability to work well with other people (and different personalities), deal effectively with the public, and accept changes in assigned priorities based on operational need.  Occasional travel is required; therefore, incumbent must possess a valid California Driver's License with a good driving record. 
	supervisor name: Shirley Liu
	employee name: 


